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CMN 3300 Interviewing
Fall 2019 Syllabus
Section:
CRN:
Location:
Class Days:
Time:
Teacher:
Office Hours:

001
90650
2439 Buzzard Hall
Tuesday & Thursday
3:30-4:45pm
Dr. Andrew Robinson
2413 Buzzard Hall

Phone:
Communication Studies:

217-721-9975 cell
https://www.eiu.edu/cmnjou//

Semester hours: 3
Mon. 8-8:30am & 1:00-2pm, Tues. &
Thurs. 9:15-10am & 1-2pm
Email: warobinson@eiu.edu

Course Textbooks:
Stewart, C. J. & Cash, Jr., W.B. (2011) Interviewing: Principles & practices, (13th ed.). N.Y., New York:
McGraw-Hill Company.
Course Description: This course will provide the opportunity to clarify, illustrate, expand and
update concepts, principles and research in the field of interviewing by reading, discussing and
practice/application. We will look at the importance of, types of, and purposes of interviewing.
Hopefully, together, we will experience a practical course that does not simply ask students to
learn how-to performance skills; but also starts them thinking about the process and demonstrates
the relevance of interviewing for daily life (WI).
Course Objectives: Students will:
1. Identify, explain, and apply general theoretical principles related to interviewing including
the major types of interviews, the parties involved in interviews, the roles enacted during
interviews, the role of perception in interviews, and the nature of communication
interactions.
2. Identify the functions and techniques for the three major components of an interview: the
opening, the body, and the closing.
3. Construct an interview guide containing a variety of primary and secondary questions
following a sequence appropriate for the purpose of the interview.
4. Practice and improve active listening comprehension, empathy, evaluation, and resolution
in an interview process.
5. Intellectually critique the interviewing process in terms of both roles of the Interviewer and
the Interviewee.
6. Identify and adequately apply current EEO laws for Legal and Illegal questions in the
Employment Interviews.
Teaching Format: This is a technology enhanced (TE) course, meaning the learning environment
occurs partially in a classroom and partially online using D2L. It applies discussion, collaboration,
and critical thinking and reflection. All assignments will be submitted to the instructor in D2L. An
integrative, collaborative, and experiential teaching and learning approach will be utilized
throughout this course. The instructor is a facilitator; one who is here to assist and provide input

into the educational process. Assignments for the class will create learning opportunities from
which you are to extract lessons from the experiences as well as the content. This is a much more
complex method of learning since you are learning both process and content (many courses only
teach content). Therefore, you are expected to actively engage in the course discussion and
collaboration.
General Expectations
• Please keep current in class. Learners who fall behind are less likely to get feedback from
others in online discussions. If something happens that is going to cause you to fall behind,
contact your instructor immediately.
• Since this is an TE course, your participation grade will be based on classroom and online
engagement.
• Use the email within D2L to communicate with the instructor. If you need to contact your
instructor immediately, you are free to call or text him at (217) 721-9975 or visit during
office hours.
Graded Requirements

Points

Skills Building Information Gathering Interview

50

Journalistic Interview & Report

100

Finding a Job (job description, cover letter, resume, & self-analysis)

100

Recruiter Interview

100

Employee Interview

100

D2L Online Discussion Assignments and Participation (5 x 20 points each)

100

Exams (2 x 75 points each)
Final Exam
Class Attendance and Participation
Total Points (Grading scale: A = 100-90%, B = 89-80%, C = 79-70%, D = 69-60%, and
F = below 60%)

150
100
100
900

Graded Assignments
(Detailed instructions are provided in the D2L Drop box for each assignment.)
Skills Building Information Gathering Interview (60 points): Students will be provided different
case studies to apply four essential skills essential for most types of interviews: (1) asking welldesigned primary questions, (2) listening carefully to answers to detect clues or problems, (3)
asking carefully crafted probing questions into clues for valuable information or to resolve
problems with answers, and (4) being patient and persistent until you have the information
needed. These skills require development and refinement before you can apply them successfully
in informational, employment, performance, persuasive, counseling, or health care interviews.
Journalistic Interview & Report (100 points): For this assignment you will perform the role of a
news reporter and interview at least three people to write a story about some current event.

Finding a Job (100 points): Students will research a job of their interest, develop a cover letter and
interview, and perform a self-analysis to determine their characteristics as a job applicant.
Recruiter Interview (100 points): This assignment prepare students to assume the duties of a
human resources specialist and prepare an interview guide used during typical selection
interviews. You will prepare the interview guide based on the bona fide occupational
qualifications listed in a job description as well as materials provided by the job applicant.
Employee Interview (100 points): For this activity, students engage in mock selection interviews
where they enact both interviewer and interviewee roles. Interviewees will receive their grade
here, while recruitment interviewers will receive their grade under the recruitment interview
assignment.
Exams (3 x 50 = 150 points): Exams will be given to evaluate student understanding and
application of selected concepts and terminology introduced in the text and during
lecture/discussions. Each exam consists of about 50 multiple choice and/or True/False questions,
worth 2 points each, and are limited to 50 minutes. Exams will be taken through D2L during an inclass session.
Final Exam (100 points): For your final exam, you will create a Research Poster. You will upload
the file in to the assignment drop box by the start of your regular exam schedule for the course.
D2L Discussion Assignments and Participation (8 x 15 = 90 points): Follow instructions provided
inside D2L and post a 250-word minimum answer to each discussion assignment located in the
D2L discussion area. Students are expected to provide a substantive response to at least two
classmates’ initial posts for each discussion question topic. Your postings should reflect an
understanding of the course material. Your postings should advance the group's insight of ideas
and meanings about the material; that is, your contributions should go beyond a "ditto" or “I
agree.” Although there is no word-count minimum for your responses to classmates, you are
expected to provoke further discussion and critical thinking for your peers. One effective way to
further the discussion is to ask the classmate an open-ended question at the end of your post.
Class Attendance & Participation (100 points): Students can earn all participation points with no
absences, being interested and involved in class activities and lectures, and displaying positive
energy. Each absence will result in a 20-point deduction from the participation grade.
Nonparticipation in class activities or being distracted with texting or other side activities will
negatively impact participation grade.

Policies
Learning Modules: Navigate through D2L first to become familiar with all the course components.
Students can access weekly assignment instructions in the D2L learning modules section just prior
to the beginning of each week. ALWAYS BEGIN EACH WEEK IN THE LEARNING MODULES.
Each module begins with a brief overview of the information to be covered. The action
assignments provide students with instructions of assignments to be completed for the week. The
instructor has also provided students with video, slideshows, and other resources to help enhance
their understanding of the information.
Attendance: Each absence will result in a 20-point deduction from the participation grade.
Late Work Policy: Late work will not be accepted without advance approval granted by the
instructor.
Core Course: CMN2020 is a core course and is required for all Communication Studies majors.
Students must receive a “C” or better to pass the course. Writing assignments for the course may
also be used for EWP submissions. The final paper/project is the only acceptable (instructor
approved) assignment eligible for EWP submission.
Grading Criteria for Papers:
A paper—An exceptional paper/assignment-- Content is original and form/style is executed
according to guidelines taught in class. Technical excellence includes proper format, organization,
and language usage; proper sentence structure; no spelling errors or improper words; and
adherence to APA style. All elements of the assignment are addressed thoroughly–content goes
beyond the basics.
B paper—A good paper/assignment-- Content is technically well developed. There are few
problems with format and grammar; however, format is not followed “to the letter.” Some editing
is required to correct errors in grammar or punctuation. Two or more elements of the assignment
were weak–not developed beyond basic detail.
C paper—An acceptable paper/assignment-- Grammar and punctuation errors draw reader’s
attention away from the purpose of the paper. Organization is awkward (e.g., transitions between
ideas are unclear or abrupt). There are frequent misspellings or other style errors. There are
serious problems with one or more elements of the assignment. At least one element of the
assignment is missing.
D paper—An unacceptable paper/assignment. Student does not demonstrate a full grasp of the
purpose of the assignment. Organization is weak and ideas are hard to follow and understand.
Assignment is filled with errors in grammar and punctuation. More than one element of the
assignment is completely missing.
Discussion Etiquette: Eastern Illinois University (EIU) is committed to open, frank, and insightful
dialogue in all of its courses. Diversity has many manifestations, including diversity of thought,
opinion, and values. We encourage all learners to be respectful of that diversity and to refrain from
inappropriate commentary. Should such inappropriate comments occur, the instructor will
intervene as he monitors the dialogue in the courses. Faculty will request that inappropriate
content be removed from the Course-room and will recommend university disciplinary action.

Learners as well as faculty should be guided by common sense and basic etiquette. The following
are good guidelines to follow:
•

Never post, transmit, promote, or distribute content that is known to be illegal.

•

Never post harassing, threatening, or embarrassing comments.
If you disagree with someone, respond to the subject, not the person. Conflicts of ideas are
encouraged, while conflicts of feelings are discouraged.

•

Never post content that is harmful, abusive; racially or culturally insensitive, or religiously
offensive, vulgar; sexually explicit, or otherwise potentially offensive.

Confidentiality of Information Shared by Learners: EIU does not guarantee the confidentiality of
information shared by learners in the course environment. Students should not share any
confidential information from employers unless explicitly released for public use.
Student Standards: All faculty members in the Department of Communication Studies are
expected to uphold the standards of good scholarship and we expect our students to do the
same. Students earning a degree in Communication Studies will develop superior
reasoning/critical thinking, argumentation, writing and presentational skills while also building
comprehensive knowledge of their content area. Students in Communication Studies classes will
be expected to read all assigned materials, write extensively, complete their own work, and engage
in respectful interactions in the classroom. We, as a faculty, agree to hold our students to these
standards. A complete copy of our students’ standards can be found
at: https://www.eiu.edu/judicial/
Academic integrity- Students are expected to maintain principles of academic integrity and conduct
as defined in EIU’s Code of Conduct (http://www.eiu.edu/judicial/studentconductcode.php).
Violations will be reported to the Office of Student Standards.
Student Email Addresses: The Department of Communication Studies requires each student to use
his/her university email address for any class, department, college, or university email
correspondence. The university email address is used for many purposes, including accessing D2L
and PAWS, receiving billing statements from the library, and receiving departmental
correspondence and announcements through the undergraduate listserv. For information on how
to obtain your email address or to obtain a password, please visit the following web address:
https://www.eiu.edu/panthertech/collaboration.php .
The Student Success Center: Students who are having difficulty achieving their academic goals
are encouraged to contact the Student Success Center (www.eiu.edu/~success) for assistance with
time management, test taking, note taking, avoiding procrastination, setting goals, and other
skills to support academic achievement. The Student Success Center provides individualized
consultations. To make an appointment, call 217-581-6696, or go to 9th Street Hall, Room 1302.
Religious Observances: It is university policy to respect the faith and religious obligations of
students, faculty, and staff. Students with classes that conflict with their religious observances
should notify the instructor well in advance so that mutually agreeable alternatives can be worked
out.

Students with disabilities: If you are a student with a documented disability in need of
accommodations to fully participate in this class, please contact the Office of Student Disability
Services (OSDS). All accommodations must be approved through OSDS. Please stop by Ninth
Street Hall, Room 2006, or call 217-581-6583 to make an appointment.
Note from your teacher: Students who attend class regularly tend to perform better on assignments
and receive higher overall grades in the class. Please feel free to visit with me during office hours
if you have questions about your grades and/or performance in class. I am thrilled you have
chosen to expand your intellect in the study of communication research! I hope you enjoy taking
this academic journey through the corridors of knowledge, involving insight into evaluating
communication phenomena.” All the best! Dr. Andrew Robinson
Tentative Schedule and Course Outline
Date

Readings/Course Content

Assignments
Due

Module 1

Week 1:
Aug 19-23

Introduction to Course and ”Syllabus”
Ch. 1 Introduction to Interviewing

Online
Module 2

Week 2:
Aug 26-30

Ch. 2 The Interviewing Process
Ch. 3 Probing Questions & Question Pitfalls

Online
Module 3

Week 3:
Sept 2-6

Labor Day – No Monday Class
Ch. 4 Structuring Interviews: Guides & Schedules

Online
Week 4:
Sept 9-13

Ch. 4 Structuring Interviews: Openings & Closings
Exam 1 (Chs. 1-3) in Gregg Technology Center

Online
Module 4

Week 5:
Sept 16-20

Exam 1
D1.1

Ch. 5 Informational/Probing Interviews
Journalistic Interview Plan
Information Gathering Case Study Assignment Plan

Online
Week 6:
Sept 23-27

Skills Building Information Gathering Case Study
Skills Building Information Gathering Case Study

Online
Week 7:
Sept 30–Oct 4

Skills Building Information Gathering Case Study

D2.1

Module 5

Ch. 7 Recruitment Interview: EEO Laws & Guidelines,

Journalistic

Planning the Interview

Interview &
Report

Online
Week 8:
Oct 7-11

Module 6

Week 9:
Oct 14-18

Ch. 7 Recruitment Interview: Developing applicant
Profile, and Recruiter Questions
Exam 2 (Chs. 4, 5, & 7)
Gregg Technology Center
Ch. 8 Employment interviews: applicant self-analysis,
resumes, cover letters
Employment Interviews continued

Online

Exam 2

D3.1

Week 10:

Ch. 8 Employment Interview: interview plan for

Oct 21-25

applicant, guidelines for applicants
Finding a Job Assignment Plan

Module 7

Week 11:

Recruiter & Employee Interview Assignment Plan

Oct 28-Nov 1
Workshop: Recruiter & Employee Interviews
Week 12: Nov

Present Recruitment & Employee Interviews

4-8

Finding
a Job

Present Recruitment & Employee Interviews
Online
Week 13:

Present Recruitment & Employee Interviews

Nov 11-15
Present Recruitment & Employee Interviews
Online

D4.1
Nov 18-22 Thanksgiving Break

Module 8

Week 14: Nov

Ch. 9: Performance Interview

25-29
Ch. 10: Persuasive Interviews
Module 9

Week 15: Dec

Ch. 11 Counseling Interviews

2-6
Counseling Interviews continued..
Online
Week 16:
Dec 13-17

D5.1
Final Exam (Chs. 8-12) 2:45-4:45pm, Tuesday, December 10, 2019

